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CENTRAL- INTELLIGENCE GROUP 


C.I.G. AIMHISTRATJVE ORDER 


'GATOR DAY, SUNDAY & HOLIDAY DOT 


It. GIG Administrative Order ji- 9, dated 7 August' 19^6, subject: 


’ ! S at ur day Du 'by , 


is rescinded. 


2* Effective immediately, Saturday, Sunday &. holiday duty vri.ll be 

performed by a duty officer and an assistant who will be detailed by 

\ 

separate memoranda from time to time.. 

,3o Duty officers and their assistants will be on duty from 0-3 30 until 
1700 on Saturdays, Sundays & 'Holidays. The place of duty for the duty 


officer. Trill be Room 2l6£, 


the assistant will 


be in Room 2168. However, when the Secretary to the Director is present, 
the duty officer may take station in any /other office of GIG and will be 
..notified by the Secretary when it is again necessary to take station in 
Room 2165 0 • ,■ 

■U. The duty officer rill keep a signature list of all persons entering 


and leaving offices of CIG in 


, accept delivery of 


classified and unclassified material, accept visitors to any office of CIG , 
answer all calls coming in to Room 2165, and Trill take such initial steps 
as may . bo appropriate in any case. Vflien he jdoems it necessary, he will 

7 

notify the proper person relative to urgqnt/nattcrs so that action may be • 

taken. The primary function of the assistant to the duty officer vri.il be 

bo provide necessary clerical and stenographic assistance. 

5« The Assistant Directors of Offices, Chief of ICAPS and Executive 

for P&A'. will submit to the 'Secretary to the Director not later than 1200 

hours on the Friday preceding Saturday -6r Sunday duty, and not later than 1200 

hours on the day preceding a holiday tour of duty, a stand-by list of two 

\ 

incdviduals who can be contacted, together wf^h' their home address and home 
telephone number. ‘.There offices maintain a full-time duty officer on 

. . . : • ■ - ■ . I.-' 

Saturdays, Sundays or Holidays, his name and telephone number may be sub- 

... i . . Tyj . .* 

mitted in lieu of the above.. The Secretary to (the Director will then place 
these addresses in the duty officer’s book vdiich Trill also include a list 


25X1 A 
25X1 A 


25X1 A 


25X1 A 


25X1 A 


25X1 A 


of all persons entering offices on Saturdays, one copy of CIG Administrative 
one copy of CIG Security Re gulafti on s, RESTRICTED personnel. . 

•rosters, and necessary telephone directories. ^ ‘ 
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6n The duty officer or hi3 assistant' will Report to the Secretary to 
tho Director, Room 2165, at 1600 hours on the Friday precoding Saturday and 
Sunday duty or on tho day preceding holiday duty to be briefed relative to 
the use of telephones and to receive any special instructions relative to 
the Director's office. 

7* Duty officers and assistants^ are authorized to exchange tours of 
duty ■'with other appropriate personnel; however, responsibility rests with 
•the individual detailed to report to the Executive for P&A by 1200 hours on 
Friday preceding tho tour of duty the name of the person to relieve him. 

8* The duty officer will make a thorough security check at 1700 hours 
of all the 

during the day in compliance with paragraph 10, Security Regulations, CIG. 

Any person 

purposes of work on Saturdays, Sundays^ or Holidays will notify the duty 

' / 

officer, who for security purposes, will list the arrivals and departures 

in the duty officer's book* J 

9 c The duty officer's book will |c on tain nothing higher than RESTRICTED 
material and at the completion of each tour of duty, will be left on the 
desk of the Secretary to the Directbr in Room 2165 after which the room will 

be locked. All other classified material mil be placed in the duty officer's 

\ 

personal safe at 1700 hours on the day of duty and turned over to Oontral 
Records for distribution by 08U5 the following normal work day. 

10. All civilian personnel who are detailed for this duty will be 
given compensatory time off or will be paid overtime as elected by the 
individual concerned consistent with Civil Service regulations. 



Executive for Personnel 
/ and Administration 
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CENTRAL IIJTELLIGENCE GROUT 
C.I.G. ADMIillSTRATIVE ORDER NO .| 

SATURDAY, SUNDAY & HOLIDAY DU TY, BBW 


25X1 A 
25X1A 


25X1 A 
25X1 A 


25X1 A 


25X1 A 


lo CIO Administrative Order ^^Klated 7 August 19ii6, subject: 

Duty, is 

2. Effective immediately, Saturday, Sunday &. Holiday duty rd.ll be 
• perfcrried by a duty officer and an assistant who will be detailed by 
separate 'nemo randa from time to time. 

3o Duty officers and their assistants will be on duty from 0-330 until 
1700 on Saturdays , Sundays & Holidays. The place of duty for the duty 
be Room 2165, the 

be in ibom 2168. However, when the Secretary to the Director is present, 
the duty officer may take station in any other office of CIG and will be 
notified by the Secretary when it is again necessary to take station in 
Hoorn 2165 <> 

it. The duty officer vdll keep a signature list of all persons entering 
and leaving offices of CIG in accent delivery of 
classified and unclassified mate rial , accept visitors to any office of CIG , 

. answer oil calls coming in to Ho ora 2165, and vdll take such initial steps 
as mo;/ be appropriate in any case, i/hen he deems it necessary, he vdll 
notify the proper person relative to urgent matters so that action may be 
taken. The . primary function of the assistant to the duty officer rail be 
bo provide necessary clerical and stenographic assistance. 

5. The Assistant Directors of Offices, Chief of ICAPS and Sxecutive 
for P&A rail submit to the Secretary to. the Director not later than. 1200 
hours on the Friday preceding Saturday or Sunday duty, and not later than .1200 
hours on the day preceding a holiday tour of duty, a stand-by list of two 
r.nctivi duals who can bo contacted, together with their home address and home 
telephone number, where offices maintain a full-time duty officer on 
Saturdays, Sundays or Holidays, his name and telephone number may be sub- 
mitted in lieu of the above. The Secretary to the Director will then place 
these addresses in the duty officer* s book which will also, include a list 
of all persons entering offices on Saturdays, one copy of CIG Administrative 25X1 A 
Order one copy of CIG Security Regulations, RESTRICTED personnel- ' 





If ** 

$ - * ' y . RES TRICTED 
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l 6n The duty officer or his assistant will report to the Secretary to 

[ the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 

Sunday duty or on the day preceding holiday duty to bo briefed relative to 

the use of telephones and to receive any special instructions relative to 

j ' •. ■ ' ■ 

the Director’s office* 

7* Duty officers and assistants arc authorized to exchange tours of 
duty with other appropriate personnel; however, responsibility rests with 
the individual detailed to report to the Executive for P&A by 1200 hours on 
Friday preceding the tour of duty the name of the person to relieve him* 

8* The duty officer will make a thorough security check at 1700 hours 
of all the that have 

during the day in compliance with paragraph 10, Security Regulations, CIG. 

enters in the for 

purposes of work on Saturdays, Sundays, or Holidays will notify the duty 
officer, who for security purposes, will list the ^arrivals and departures 
in the duty officer's book. 

9 • The duty officer's book will contain nothing higher than RESTRICTED 
material and at the completion of each tour of duty, vd.ll be left on the 
desk of the Secretary to the Director in Room 2165 after which the room will 
be locked* All other classified material will be placed in the duty officer's 
personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 08h5 the following normal work day* 

; 10 o All civilian personnel who are detailed for this duty will be 

1 . ■ ’ . . 

given compensatory time off or will be paid overtime as elected by the 

S'. - individual; concerned consistent with Civil Service regulations* 



! 
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25X1 A 

25X1 A 


25X1 A 





25X1A 


25X1 A 


25X1 A 


25X1 A 


25X1 A 


25X1 A 



SATURDAY, SUBDAY & HOLIDAY DUTY, 


1. CIG Administrative Ordei^H dated 7 August 1946, subject: 


"Saturday Duty, 
2. Effecti 





is rescinded. 

axuraay, a unday & Holiday duty will be 


performed by a duty officer and an assistant who will be detailed by 
separate memoranda from time to time. 

3. Duty officers and their assistants will be on duty from 0830 until 
1700 on Saturdays, Sundays & Holidays. The place of duty for the duty 


officer will be Room 2165, 


the assistant will 


be in Room 2168. However, when the Secretary to the Director is present, 
the duty officer may take station in any other office of CIG and will be 
notified by the Secretary when it is again necessary to take . station in 
Room 2165* 

4. The duty officer will keep a signature list of all persons entering 


and leaving offices of CIG i: 


accept delivery of 


classified and unclassified material, accept visitors to any office of CIG, 
answer all calls coming in to Room 2165, and will take such initial steps 
as may be appropriate in any case. When he deems it necessary, he will 
notify the proper person relative to urgent matters so that action may be 
taken. The primary function of the assistant to the duty officer will be 
to provide necessary clerical and stenographic assistance. 

5. The Assistant Directors of Offices, Chief of ICAPS and Executive 
for P&A will submit to the Secretary to the Director not later than 1200 

W TV 

hours on the Friday preceding Saturday or Sunday ,[ v and not later than 1200 

• A ! ' 

hours on the day preceding a holiday tour of duty, a stand-by list of two 
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individuals who can bo contacted, together with their home address and home 
telephone number. Where offices maintain a full-time duty officer on 
Saturdays, Sundays or Holidays, his name and telephone number may be sub- 
mitted in lieu. of the above. The Secretary to the Director will then place 
these addresses in the duty officer’s book which will also include a list 
Of all persons entering offices on Saturdays, one copy of Cl G Administrative 
Order oopy of Cl G Security Regulations, RESTRICTED personnel 

rosters, and necessary telephone directories. 

6. The duty officer or his assistant will report to the Secretary to 
the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 
Sunday duty or on the day preceding holiday duty to be briefed relative to 
the use of telephones and to receive any special instructions relative to 
the Directory’s office. 

7. Duty officers and assistants are authorized to exchange tours of 
duty with other appropriate personnel; however, responsibility rests with 
the individual detailed to report to the Executive for P&A by 1200 hours on 
Friday preceding the tour of duty the name of the person to relieve him. 

8. The duty officer will make a thorough security check at 1700 hours 

the that have been 

during the day in compliance with paragraph 10, Security Regulations, CIG. 

for 


Any person who enters his office in the 

SPnPRY* Wot . 
purposes of work on Saturdays^ 11 notify the duty officer, who for security 


25X1 A 


25X1 A 


25X1 A 


purposes, will list the arrivals and departures in the duty officers book. 

9. The duty officer’s book will contain nothing higher than RESTRICTED 
material and at the completion of each tour of duty, will be left on the 
desk of the Secretary to the Director in Room 2165 after which the room will 
be locked. All other classified material will be placed in the duty officer’s 
personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 0845 the following normal work day. 


- 2 - 
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10. All civilian personnel who are detailed for this duty will be 
given compensatory time off or will be paid overtime as elected by the 
individual concerned consistent with Civil Service regulations. 



Executive for Personnel 
and Admi ni s t rati on 
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* 11 December 19U6 


CENTRAL INTELLIGENCE GROUP 



C.I.G. ADMINISTRATIVE 


SATURDAY, SUNDAY & HOLIDAY DUTY, 



ILLEGIB 
25X1 A 



!• CIG Administrative Order. #9, ■ dated 7 August 19U6, subject: 

■Duty, is 

Effective immediately, Saturday, Sunday & Holiday duty will be 
performed by a duty officer and an assistant who will be detailed by 
separate memoranda from time to time, 

3o Duty officers and their assistants will be on duty from 0830 until 
1700 on Saturdays, Sundays & Holidays, The place of duty for the duty 
2165, the assistant 

be in Room 2168. However, when the Secretary to the Director is present, 
the duty officer may take station in any other office of CIG and will be 
notified by the Secretary when it is again necessary to take station in 
Room 2165 „ 

li* The duty officer will keep a signature list of all persons entering 
and leaving offices of CIG in , accept delivery of 

classified and unclassified material, accept visitors to any office of CIG , 
answer all calls coming in to Room 2165, and will' take’ such initial steps 
as may be appropriate in any case. 1/hen he deems it necessary, he will 
notify the proper person relative to urgent matters so that action may be 
taken. The primary function of the assistant to the duty officer will be 
to provide necessary clerical and stenographic assistance. 

5. The Assistant Directors of Offices, Chief of ICAPS and Executive 
for P&A mil submit to the Secretary to the Director not later than 1200 
hours on the Friday preceding Saturday or Sunday duty, and not later than 120# 
hours on. the day preceding a holiday tour of duty, a stand-by list of two 
individuals who can be - contacted, together with their home address and home 
telephone number. T/herc offices maintain a full-time duty officer on 
Saturdays , Sundays or Holidays., his name and telephone number may be sub- 
mitted in lieu of the above. The Secretary to the Director will then place 
those addresses in the duty officer's book which will also include a list 
of all persons entering offices oh Saturdays, one copy of CIG Administrative 
Order ^|^^|one copy of CIG Security Regulations, RESTRICTED personnels 
rosters, and necessary telephone directories.. 


25X1 A 


25X1 A 


25X1 A 


25X1 A 


EFFECTIVE :3Pu ri 
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6„ The duty officer or his assistant will report to the Secretary to 
tho Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 
Sunday duty or on tho day preceding holiday duty to be briefed relative to 
the use of telephones and to receive any special instructions relative to 
the Director's office. 

7. Duty officers and assistants are authorized to exchange tours of 


duty with other appropriate personnel; however, responsibility rests with 
the individual detailed to report to the Executive for P&A by 1200 hours on 
Friday preceding the tour of duty the name of the person to relieve him. 


8. The duty officer will make a thorough security check at 1700 hours 


25X1 A 


of all offices in the 


that have been opened 

25X1 A 


during the day in compliance with paragraph 10, Security Regulations, CIG. 
Any person who enters his office in the 



for 


purposes of work on Saturdays, Sundays, or Holidays will notify the duty 
officer, who for security purposes, will list the arrivals and . departures 


in the duty officer's book. 


9. The duty officer's book will contain nothing higher than RESTRICTED 
material and at the completion of each tour of duty, will be left on the 
desk of the Secretary to the Director in Room 2165 after which the room will 
be locked. All other classified material will be placed in the duty officer's 
personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 08i;5 the following normal work day. 

10° AH civilian personnel who are detailed for this duty will be 
given compensatory time off or will be paid overtime as elected by the 
individual concerned consistent with Civil Service reg ula tions. 

25X1 A 

Executive for Personnel 
and Administration 
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